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PURPOSE: To establish guidelines for the maintenance and administration of individual personnel 
records. 


POLICY: The Police Personnel Unit maintains the individual personnel records of all sworn and 
civilian personnel according to security and confidentiality guidelines established and enforced by the 
Administrative Services Unit Lieutenant. Official personnel files are housed in City Human Resources. 


PROCEDURES: 
I. Individual personnel records are maintained in accordance with the following guidelines: 


A. All employees will have an individual personnel record consisting of basic biographic 
information, personnel transactions, disciplinary information, medical information and 
professional achievements. Other information, such as general correspondence, memos and 
related material will be filed in chronological order. 


B. Update of personal information. All employees must provide the Police Fiscal/Personnel Unit 
with their home phone number and primary cellular number, home address, and emergency 
contact information for inclusion in their personnel record. This information must be kept 
current. Employee information and updates will be entered into the PISTOL employee module 
by the Administrative Coordinator II assigned to Police Personnel or their designee ONLY. 
This information will be updated with City Human Resources by the Police Fiscal/Personnel 
Unit as necessary. Administrative Personnel assigned to the Chief’s office will enter part-time 
employment data on Tab 3 (other). 


C. Employees may review their own personnel records upon request. Supervisors may review the 
individual records of employees under their command for official purposes only. All inspections 
or removal of personnel records will be approved by the Administrative Services Unit Lieutenant 
or their designee and logged for accountability purposes. 


D. Any employee who disagrees with the inclusion of any material in his/her record, or who wishes 
to have any additional information included with his/her record may contest/request such action 
in writing to the Administrative Services Unit Lieutenant. If the request cannot be 
accommodated, the Lieutenant will forward it through the chain of command to the Chief of 
Police for consideration. 


E. Upon termination of employment, the individual's file will be removed and placed in an inactive 


file for a period of seven years, at which time the record will be destroyed by burning or 
shredding. 
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F. Basic contact information will be kept available in the Operations Support Center. Such basic 
information may only be released to other Department employees. A detailed contact list will be 
provided to department supervisors only. Outside inquiries for employee contact information will 
be relayed to the employee by the call-taker, either by written or verbal message depending on 
the urgency of the call. 


APPROVED: 
Edward G. is, Chief of Police 
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